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APPENDIX D. REGISTERING FOR A SYSTEM ID

Because the Management Assessment Subsystem (MASS) is a secure, Web-based
system that contains sensitive financial and housing information, security registration for
a system ID is required. An Internet user can access MASS only after registering, being
assigned system rights, and receiving a system ID.

Further restrictions apply regarding system access for PHAs. A user must be assigned
to a PHA before the system will allow data entry and submission.

There are two types of Internet MASS users: Coordinators and Users. The Coordinator
serves as the PHA's representative to perform system administration functions, such as
controlling system access. The User submits management data via MASS.

The Coordinator controls which Users have access to prepare, review, or submit data on
behalf of the PHA. Submission of datain MASS is restricted to the PHA Executive
Director only. A Coordinator is also responsible for forwarding all information to the
PHA that is received electronically from HUD.

A User also registers to do business on behalf of the PHA. The User, however, cannot
control access to the system or assign rights. A User depends on the Coordinator for
the necessary access to prepare, review, or submit data.

NOTE: In this guide, the term “user” is a generic term for individuals following the
instructions for using MASS.

COORDINATOR AND USER REGISTRATION

All Coordinators and Users must submit a completed registration application to REAC to
obtain a system ID for Internet access to MASS. Required registration information
includes name and social security number, the PHA’s name and PHA Code, email
address, desired password, and mother's maiden name. The registration form is
available online from the MASS Web page.

Coordinator

Each PHA must designate a Coordinator, typically an employee, to act as their
representative in providing MASS access to system Users. The Coordinator is then
responsible for retrieving a User’s system ID, establishing the User’s role in the system,
and assigning the User to the PHA for submission purposes.

NOTE: There can be no more than two Coordinators per PHA. It is recommended that
each PHA designate two Coordinators to ensure backup for system
administration needs.

A Coordinator can also serve as a User for the PHA. Therefore, if an individual will
represent the PHA in system control (Coordinator) and will also submit data (User), the
individual should register as a Coordinator.

November 24, 1999 28



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUB-SYSTEM (MASS) APPENDIX D

User

A MASS User can be an employee of the PHA or a third party, such as a management
agent, authorized by the PHA to submit management data for the PHA.

Unlike a Coordinator, a registered User cannot control system access or User
maintenance functions. The User is dependent on the Coordinator for system access as
well as updating User information (e.g., email address).

REAC Management Assessment Web Page

To register for a system ID and access MASS, Coordinators and Users must go the
REAC Management Assessment Web page. In addition to MASS links, this page
presents information about the latest online documentation for using MASS, links to other
HUDweb pages, and other pertinent information.

The What's New section of the page provides a link to important announcements and
information updates. The Customer Guides box contains links to the Instructor
Guidebook, the MASS Quick Reference Guide, and the Secure Systems Quick
Reference Guide. The Instruction Guidebook provides line item definitions and
information sources for using MASS. The MASS Quick Reference Guide provides step-
by-step instructions on how to use the MASS system, as well as this security guide.

NOTE: The contents of this page is updated and changed on a regular basis.

November 24, 1999 29



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUB-SYSTEM (MASS)

APPENDIX D

REAC Management Assessment

"Assessments Today for Befter Housing Tomorrow”

What's New

You will need 3 PDE reader to see some items
bielow

+ Frequently Asked Questions NEW !

+ Yideo Training
+ Evaluation of the Yideo Training
PHA Letter

Attention PHAs with FYE of September 30:

Customer Guides

+ |nstruction
Guidehook
+ User Quick

Reference Guide

Live Satellite Broadcast on 10/21/99 Management
Assessment

REAC will be hosting an interactive Question and Subsy[ste:m

Answer session at all local HUD Figld Offices with Submission

sateliite capability on October 24, 1999 starting at
3pm EST

This live satellite broadcast will feature a panel of

+ Apply for User ID
and Password

* Log in to MASS

experts addressing your questions pertaining to
the instructional video, and the MASS system.

*+ Please sign up for a space to participate by

clicking here by Monday, October 18. * You must have a MASS

User ID and Password to
access the system and
submit certifications. If
you need a MASS User ID
and Password, click on
"Apply for User 1D and
Password". Allow two
weeks ta receive your
Fassword via the

.5 Mail.

+ For a detailed description of the Question
and Answer session, click here (Course
Announcement)

AVideo Training Tape was sent to all 930 FYE
PHAs. The tape pravides and overdew of MASS
and a detailed demonstration of how it functions,
and reguirements for all PHAS as well as

instructions for using the RASS system.
instructions for using the system S s

MASS Uszer ID and
Pazsword, click on "Log in
to MASS" to submit your
management operations
cettification.

Business Standards & HUD Form

+ Federal Register - Proposed Rule

+ Public Housing Assessment System
(PHAS) Management Opetations
Certification Form HUD-50072

Frequently Asked Questions
Return to REAC Home Page

* PHMAP ve PHAS Management
(PawerPaint Prasentation)
+ Management Operations FAQs (9A7/59)
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The Management Assessment Subsystem Submission box provides two essential links
for MASS Users and Coordinators. The Apply for User ID and Password link provides
access to the Coordinator and User Registration page, where Users and
Coordinators must apply for their system ID to access MASS. The Log In to MASS link
provides access to HUD’s Secure Systems page, which contains links to systems as
well as system administration functions.

NOTE: The Log In to MASS link is only functional for registered Users and Coordinators
with authorized system IDs.

To register for a system ID:

1. From your desktop, double-click on the Internet browser (e.g., Netscape*). The
Internet main page displays. The Yahoo!”™ main page is shown here as an example.

B ahool - Melscape
Eile  Edit Miem Go Communceior Help
Sy B 4 A s wm & & #

Back “drl FAeload Home Eaorch  Nelscaps FPnrd Secunly il _
| f Eookmarks B Losston[hp /e yohoocomg = 7 whars Beleed

Wz tien inuh:_ M lggq_
Yahoo! Mail Backstage
free email for life  MALCRUERER V=) T i At The Osears

.

Yahoo! Pager - buddy lizts, instant messaging, email notification, stock alerts

Search J advanced zearch

shoppng - Yellow Pages - Pecple Srarch - Maps - Travel Apent - Clasefied - Pereonals - Games - Chat
Email - Calendar - Pager - Wy Yahool - Today's Mews - Bporte - Weather - TW - Sock Cuetes - mese

Arts & Humanities
Literahire, Photogrsphy...

Business & Economy

News & Media

Full Couerage. Mesmpapers, TV..

Recreation & Sporis

Compames, Fmance, Jobs. .

I the Newws
* K oezaro smbcer laom

= Mlices o raady o
dizcues setlement

Sports, Travel, fuos, Crutdoors, = Qscary: the wmners
s Callepe haope -
Computers & Internet Reference o —————
Interriet, WRW, Sofhware, Garpes . Librarses, Dicbonaries, Quctatiofs . Tens
1 1 Marketplace
Education Regional T e P ; =l
EW \Dooumert Done T oEe WE OFF E oL

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws

of the United States and international treaties.

+CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and

international treaties.

2. Place the cursor in the Location field under the toolbar.

« =2 A 4 |

Back Fomvard Reload Harne MNetscape

R

Search

=

Print

CY

SECUNty EtaE

w§ Bookmarks & Location: fwww hud. gov/reac/rearessur htm|
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3. Enter the following URL address: www.hud.gov/reac/MASS/index.html in the
Location field. The REAC Management Assessment home page displays. Use the
scroll bar to view the entire page.

NOTE: The contents of this page is changed and updated on a regular basis,
therefore, its appearance may vary as well.

REAC Management Assessment

"Aasessments Today for Better Housing Tomarrow'”

What's New

Customer Guides
Youwill need a POF reader to see some items
below

+ Instruction
Guidebhook
+ Frequently Asked Cluestions HEWY ! + User Quick
+ ‘ideo Training Reference Guide
+ Evaluation of the Yideo Training
+ PHA Letter
Attention PHAs with FYE of Septemhber 30:
Live Satellite Broadcast on 10,2199 Niiagemi
Assessment
REAC will be hosting an interactive Question and Subsystem
Answer session at all local HUD Field Offices with Submission
satellite capabilty on October 27, 1999 starting at
3pam EST. + Apply for User 1D
and Password
This live satellite broadcast will feature a panel of + Log in to MASS

experts addressing your questions pertaining to
the instructional video, and the MASS system.

+ Please sign up for a space to participate by

clicking here by Monday, October 18. * Youmust have a MASS

User ID and Password to
access the system and
submit cerifications. If
you need a MASS User ID
and Passward, click on
"Apply for User ID and

+ Far a detailed description of the Question
and Ansgwer session, click here. (Course
Announcement)

A idea Training Tape was sent to all 5530 FYE
PHAs. The tape provides and overview of MAZS
and a detailed demonstration of how it functions,
and requirements for all PHAs as well as
instructions for using the RASS system.

Business Standards & HUD Form

+ Federal Reqgister - Proposed Rule
+ Puhlic Housing Assessment System

(PHAS) Managernent Operations
Cetification Forrn HUD-S0072

Frequently Asked Gluestions

+ PHMAP vs PHAS Management
(PowverPoint Presentation)

+ Management Operations FAGQS (3/17/99)

Password”, Allow two
weeks to receive your
Password wia the

L5 Mail.

+ If you already have a
MASS User ID and
Passward, click on "Log in
to MASS" to submit your
management operations
certification.

Return to REAC Home Page
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4. Onthe REAC Management Assessment home page, scroll down to the

Management Assessment Subsystem Submission box.

Management
Assessment
Subsystem
Submission

+ Apply for User ID
and Password

*+ Login to MASS

5. Click on the Apply for User ID and Password link to apply for a system ID from HUD.

The PHA User Registration page displays.

PHA User Registration

be disclosed, o make sure you remember il

Al pemnernher

Moy

Applicarion Type: EEgalElL0d i Use
First MName: |

Middle Enifal: [

Last Nane: |

fSodal fecurity Numbers | | -]

Cirganizstion Information
= Prowide the pame of the Public Hoveing Sathorite yoo repeagent
= Provide the Humber of the Pubbc Housmg Authomby you represent
Oirganbzation Name: |
Oipgamization 113

Frovide your e-mnil address.

JobndoeEany. ong, Wihs dadprodigy, comm

g |
Address:

Choose o Pagsward.

coenpr=ed of letters and nu.r.n'h:rs |:_:I'ur :xam]:l: hradﬁ]_] Do not use puncluahon or specwl. characters. Impoe
password wil be recorded EXACTLY m bype &, 50 make 2 oote of you enteT in apper

Fe-anter Password for Verfcation: I

and lorarer case

Mother's Maiden Name.

* Pleaae provide this information for fidare venboation when peocessing passwond feeet requests

Muother's Maiden Mome: |

Send Application || Clear Fields |

To spply for & Ueer 1D B out the Soeem bedow, aod dick Send spplicatnon whes you are throngh Upon werificaton of the
mformabon belowr, an [Cr wall b assigped and maded to the Execobve Director of your Housing Suthonty. The password wal not

Mizne qf Rrderel Teformatian at thia @b athe follx wader tha provistan af Titke 14, Uited Stafes Codk, sechian [TOF, Thea law
spacies peraalies fr enceeding edfcrired arcess, dirahion, damape or dostruction gf i mation residing on Fadeal Computas.

* Include wour e-mal wser name, the (@ sign and [servcename comledworgfretiste | For esample: jemithigmol.com,

* You will enter your pageword sach tirne gou vae thie eendce. Yoo patewoed ehould be & charactees mhﬂgj:har:-:ishnuld b
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6. Registration requires users to provide their full names and complete the entire
application form. Use the Tab key on the keyboard to move to the next field.

FIELD NAME

EXPLANATION

Application Type

Click on either the Coordinator or User radio button.

First Name

Tab and enter your first name.

Middle Initial

Tab and enter your middle initial. Do not type a period after the
initial.

Last Name

Tab and enter your last name.

Social Security
Number

Enter your social security number. Enter the first three digits, tab,
enter the next two digits, and tab to enter the last four digits.

Organization

Name

Tab and enter the PHA Code designated by HUD.

Organization ID

Tab and enter the PHA ID number assigned by HUD.

Email Address

Tab and enter the user’'s email address. Because this is a Web-
based system, the complete email address must be entered for
communication purposes. If the email address is incorrect, REAC
cannot contact the applicant.

Password

Tab and enter a password of six characters. For Internet access to
MASS, the password must be typed exactly as entered on this
registration application. The password is case-sensitive. Tab once
and re-enter the password to confirm it.

Mother’s Maiden
Name

Tab and enter the user’'s mother’'s maiden name. This field must be
completed for verification purposes.

7. Check to ensure the information in each field is correct. To correct a single entry,
double-click in the field and enter the correct information. To clear all the fields, click

on the |

Clear Fields

I button and re-enter all the information.

8. Click on the | Send Appication | button to send the application to REAC. If the

application is entered correctly and completely, a confirmation page displays.
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PHA Coordinator Registration

PHA COORDINATOR REGISTRATION CONFIRMATION:

First Name: JOHN

Middle hitial: T

Last Name: SMITH

Social Security Number: 123-45-d4d4

Organization Name: COLUMEUS METRO HA
Organization ID: OHO01

E-meil Address: jsmith@pha.gov

Mothers Maidsn Nams: JONES

Tau are registening as a PHA Participant Coordinator for the PHA COLUMBUS METROPOLITAN HOUSING
AUTHORITY - OHOOL

Fleaze confirm the following address for COLUMBUS METROPOLITAN HOUSING AUTHORITY:

060 EAST FIFTH AVE.
COLUMBUS OH 43201

Your requested Coordinator [D or activation code aumber will be mailed to the above address associated with the property
owner, PHA or other HUD program participant you seek to represent as a coordinator, Vou will need to obtain your
ID/code number from the program participant's CEQ or Executive Director at this address. IE vou do not recognize this as
a current, complete or correct address assoctated with the HUD program participant you seek to represent, please cancel
this application and have the program participant contact the appropriate HUD field office representative to obtan a
clarification or correction of the address. If you do niot know the HUD field office contact for this program participant,
commuricate your address concern to the REAC Customer Service Center, wa the below e-mail click box at
REAC_CSC. Please provide your name and daytime phone number.

Confirm / Submit | Cancel Application |

Comments or Questions <REAC CEC@hud gov=

NOTE: If the application is missing any information, a messaﬁe displays

identifying the missing information. Click on the button to return to
the application form page. Correct or complete the missing information
and send the application.

9. Review all the information for accuracy, especially the application type, PHA, and
mailing address.

NOTE: The mailing address appears only for Coordinators (not Users). Do not
proceed with the application if this mailing address is inaccurate or you will
not receive your system ID.
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10. If the information is accurate, click on the Confirm/Submit button to submit the
application to HUD. A message displays acknowledging acceptance of the

registration application for further processing. If the information is not accurate, click
the ﬂ button to cancel.

PHA Coordinator Registration

Message: STANDARD USER REGISTRATION ACCEPTED FOR FURTHER PROCESSING

SUCCESS

First Name: JOHN

Middle mitial: T

Last Mame: SMITH

Sacial Security Mumber: 123-d45-d4d4d4

Crganization Mame: COLUMBUS METRO HaA
Organization 1D OHO01

E-mail Address: jsmith@pha.gov

Mathers Maiden Name: JONES

il
Home][Prewious

Clomments or Cuestions <REAC CECRud gov=

AFTER REGISTRATION

Coordinator and User registration applications are processed nightly. The PHA
information is verified and a system ID is generated.

For Coordinators, HUD sends the PHA Executive Director a letter, confirming the
applicant as the PHA’s Coordinator and providing the Coordinator’s system ID. The PHA
Executive Director should receive the letter from HUD within 2 weeks. A Coordinator is
authorized when they receive their system ID from the PHA Executive Director.

For Users, the User must notify the Coordinator that they have registered for a system
ID. Within 24 hours, the Coordinator can retrieve the User’s ID from the system and
assign necessary role(s) and PHA(s) to the User. A User can enter the MASS system
after they receive their system ID from the Coordinator.
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